
Welcome to the DOI Learn Federal Employee Log- On Tutorial   
   
In this lesson you will learn to create your user name and password as well as identify your 
supervisor and other pertinent information in the DOI Learn system.  This tutorial is for only 
federal employees that have not completed the initial system registration.   
   
You may begin by accessing the DOI Learn website at https://doilearn.doi.gov   as highlighted 
below.   
     
   

 

 
 

https://doilearn.doi.gov/


  
  

Your initial User Name and Password has already been established.   
   
Your User Name is the first initial of your first name and the first four letters of your last name 
followed by your birth date (MMDDYYYY) – two digit month, two digit day, and four digit year 
no dashes, slashes or spaces.   
  
For example the User Name for Joellen Jarrett: who was born November 26, 1966, would 
be: jjarr11261966   

  
See following example:  
  

   

Enter your 
User Name  
here 

    

The password that 
you must use initially 
is:  !ChangeIT!   
 
This is case sensitive, 
so be sure to enter it 
exactly how you see it. 

  
 
  
  

 
  



   

Click on Log On  

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



It is required that you change your User Name. Please note that once you 
change your user name you will not be able to change it again in the future. Once 
set, it is set, Also. Please do not use your birthday in your user name.   
 

   

To change your User Name, 
click in the New Username 

field and enter your new User 
Name.  



  

Next, click on the Supervisor 
Last Name: field and type the last 
name of your immediate 
supervisor.  Please Note:  
Your Supervisor, in this 
instance, is your Training 
Approval Official. 

Next, enter your e-mail 
address.  Be sure you 
entered it correctly.   

  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The next step is very important.  
 

     

Next, click the drop 
down menu button 
and locate then 
select your 
supervisor.  Be sure 
you select the 
correct name.  

After you type in the name of 
your training approver, you 
then, must click the GO button.   

  
 





   

Click on 
Log On  

    

Accept the 
Rules of 
Behavior 

  
  

 



 
You have now successfully accessed the DOI Learn Management Portal. You will see the 
following page with the DOI logo.   
  
It is extremely important for you to add information to your user profile.  This 
information will help uniquely identify you as a user within DOI Learn.   

 

 

To add the 
additional 
information to 
your User Profile, 
click on the 
Administration 
tab. 

  
 
 

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  



  
 

 

Click on My 
information to 
access and update 
your user profile.    
This is your Edit 
User Profile page. 

  
  
  

  
 

  
  



   
   
Here, you can change your password, if needed, or add additional information as appropriate.    
   
You will need to add your office information, such as, your phone number and office mailing 
address.  Again, this will help to uniquely identify you within the DOI Learn system.   
  

PLEASE DO NOT EDIT OR MODIFY DEPARTMENT, BUREAU, REGION, ORG NAME, 
ORG CODE, OR JOB TITLE FIELDS WHICH ARE PREFILLED.  

  
To add your office phone number, simply click in the Office Phone field and type your number. 
Add your office mailing address, city, then select state, enter your zip code and type your 
country.  Again, just click on the appropriate field and type the information.   
  
Scroll down to see and complete additional fields.   
  
AGAIN, PLEASE DO NOT EDIT OR MODIFY DEPARTMENT, BUREAU (Bureau of Indian 
Affairs is identified as a Bureau), REGION, ORG NAME, ORG CODE, OR JOB TITLE 
FIELDS WHICH ARE PREFILLED.     
  
  
 
 
 
 
 
 



Review the existing fields and ensure the information is correct.  Please note: If you 
information is incorrect, please contact your Human Resource Office for corrections.    

  

   

Save your changes. 
Scroll down to the bottom 
of the page to see the 
save button.   

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
    
 
 



 
  
    
  
  
 
After you save your profile, you will see “Your profile has been updated”.   

 
  
  

You will need to follow the tutorial for accessing 
mandatory training.   
  
If you have problems with this process you can call the DOI LEARN help desk at: 
866-466-1998 or e-mail at  doilearn@geolearning.com
  
  
You can log out of DOI LEARN using the log-on link at the upper top right corner.  

mailto:doilearn@geolearning.com

